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PERSONNEL DIRECTOR MEMORAM)UM N, =53
SUBJECT: Pmonnel caresr Service Training Aciivities

RESCISSIONs PDM Noe 31-_-52, Subjects Designation of Training Liaison
‘ Officer, dated 23 June 1952

1, This memorandum establishes the policy for Personnel Caresy
Service training activities and is applicable to all individuals whe
receive the career designation PE, Training activities as coversd hersein
are those planned instructions given either on or off the job for the
purpose of increasing employee capabilities for better job performance,

2, 7To the end that the miasion of the Personnel Carser Service be‘
accomplish'ed with efficiency and economy, it is the policy that:

(a) Training needs be identified quickly enough to get
benefit from development yof the gkills involved, and that sach
need be met on the basis of its urgency.

{(b) Only such training be given as required to develop
gpecific abilities essential to mqst effective and economical
performance of assigned mssiong

(¢) Each employee be provided the opportunity of developing
his capabilities to the maximum extent that can be used by the
Persomel Career Service,

(a) Each employee be provided the instruction needed by
hm in achieving and maintaining optimmx producﬁon vithin &
minimm period of time, T

(e) Esch émployee be motd.vatsd to develop his abilities

) through s own’ offorts,
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(£f) Primary atbtention be given to on~the=-job training of
enployees by their supervisors, with offsthesjob training being
given only when more efficient and economicalo
(g) Required fraining be glven to present and new employees
before they are assigned to a specific joby when practicable.
. 3+ Types of Traininge The folloiaing types of training will be

‘available to members of the Personnel Career Services
(=) Tréining in the duties of their assignments, and internal
training gnd rotation in the various functior;s of the Personnel
Career Service inclvuding the personnel activities of all Agency
" componentse
(b) 'Indoc'briﬁation,: orientation and training offered by or
tﬁroﬁgh %he Off‘ice of Training including training in other
gqvmnt égencies and in edueational institutions.
(¢) Carecr dévelopment assignments to other components of
~ the Ageneyo _
o Requests for Training. A Training Request (see attached) must

be submited when 1t is desired that an individusl take any training
including courses condusted by the Office of Training, by other Agency
components, or by cutside institutionss (The primary purpese of remiring
completion of & Training Request when an 1ndividual desires to take
courses of instruction on his own time and at his own expense is to obtain
security cleardnce for such action. No such Requests will be refused
wlthin the Perséinel Office, and the individusl will thus be relieved of
the necessity for any further action to obtain the necessary security
 elearance.) ﬁTréihiﬁg Requeét must also be Stibibd tted for any intera

division or intersstaff training within the Persomnel Office, or for
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career development assigmments outside the Personnel Career Serviceo

Requests may be initiated by the employee or by the immediate super=
visoro Training Requests will be submitted in duplicate through the
appropriate staff or division chief to the Personnel Office Training
Officer who has the authority to approve all Requests except those
involving more than two weeks' absence from _wo_rk- or the expenditure of
training fundso The Personnel Office Training Officer will forward all
Requests that contemplate 'mct_ended absence or expenditure of funds together
with recommendation to the Personnel Diredtor for reviews After a decision
has been made, approval or dlsapproval will be noted on both coples, and
the original will be returned to the initiator through appropriate channels.
The duplicate will be rotained by the Training Officer, who, if the Request
is denled, will forward the copy fo1: inclusion in the individual's personnel
folder, and if approved will execute any forms required by the Office of
Training as the result of the approval, and w1l defer filing the Request
until such time as he may file with it a verification of completion or
abandomment of the training, This verification will ordinerily be in
the form of a report on the studentts accomp]iamnénta by the facility
conducting the traiming. These reports ﬁill be discussed by the Training
Officer with the individusl's imeliate supervisoro |

5. The Personnel Office Training Officer

(a) The P-e;rsonnel Office Training Officer is responsible for
coordinating the training function within the Personnel Career
Service, To éccoxﬁpiish this he wills

(1) Provide the Personnel Director and the Personnel
Approved fRj-Reipasa 300868 A1 G\ UAPS0saaA 3240061 6043005408 regarding
211 trainine matters affecting CD«PE personnel. | |
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(2) Prepare fof the Perémnel Director and the Personnel

Caresr Servies Board quarterly reports on traiming received by

members of the Persormel Career Service, Each staff and division '

chief will provide reports of any training conducted within his

Jurisdiction during such peﬁodg

(3) Prepare the annual Persomnel Office estimate of funds
'requir‘ed for external training.

(b) The Training Officer will also serve as Training Liaison
Officer and is responsible for liaison with the Office of Training
in regard to trai_ning of members of the Personnel Géreer Service,
To accomplish thisz he wills

| (1) Coordinate training requirements within 'ﬁixe Personnel
Career Service in order to help bring about realization of
training ob;]ectives' and communicate these requirements to the
Office of Training. |

(2) Ascertain the availability of Office of Training

resources for assisting the Personnel Career Service to meet
its training requiremeﬁts.

© (3) Provide the Office of Training with names of persons
assigned to the Personnel Careei- Service who will participate

in Agency sponsored training programs. ,

(4) Provide division and staff chiefa aﬁd the Training

Officers of other Agency components within which there are

CD-PE personnel with information of training opportunitiee

mtﬁin or outside the Agency for which members of the Personnel

Carecer Service may appiy.
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(8) Perform the specific duties assigned him in this
memorandum in connection with processing all training and

careef development requests,

| } 6 Supervisoq Responsibilities
It will be the continuing responsibility of supervisors at
all levels to assure that their subordinates are afforded every opportunity
to participate in training programs that will contribute to the individual's
effectiveness, To accomplish this, they will:

(a) Conduct appropriate intra~component tralning at their own
level and make recommendations regarding rotation or tralning among
(:.ompone.r;t_t':= af; the next higher level, If this type of training
contemplatés activity beyond the staff or division level it will
be formalized by the submission of a Train%.ng Request as in |
paragraph L aboves ‘

(b) mmate on a continuing basis the training requirements
for subordinates under their supervision (this in addition to the
intermittent; formal statement in the PTR)s

(c) Give complote dissemination to all issusnées received from
the Personnel Office Training Officer regarding tralning opportunitiess
T Records of Training Completed ‘

‘As stated in paragraph L, above, adequate documentation of
all training conducted by the Office of Tralning, other Agency componehta,
and by outside institutions at Agoney expense, will be accomplisheds
However, this, as well as all othér training and orientation, whether taken
inside or outside the Agency, will be reported by the trainee on the first
Persornel Evaluation Report submitted after the training is completed.
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Training Requsst (Soe FDH  ~53) bate:
lo Ulame (Last, First _nitisl) |z, cradi 3. Title: he Dive/Staff

5o Ago 16, Sex |7, larital Stabus 3. Length of | in CIA in Pergormel
Service H

o Title & deseription of training to be taken (include no. of hours, inclusive
dates, and if outside Agoncy, namc of institution and instructors if lmom,
thother eredit plven and thesis raquired.

0s Speeific objectives to Lo accorplished or lovel of proficiency %o Lo obtainad,

1o Qualifications of individual fop roquestod training. Include sumary of
backpround and exporienco buth academie and Professional,

}20 Dxpense to Agoncy. Include statement as to necd for advance of funds,

- Supervisor individual requesting training.

for the Pergomnol Career

Saorvice
Lﬁp;md, no security objostion (nom=CIA courscs on omn timo and at own axponsae)

Dnte: Hame:
Titles

for the Seowrity Ofﬁc@
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